
 

Conversions of Workplace Specialist 1 to Workplace Specialist 2 
 

The 1st step of completing an application for WS1 to WS2 conversion application should be that you prepare your 1st 

Professional Development Plan—“Proposed Plan” and have your CTE Director approve it.  This is a statement of objects 

or goals that you’d like to accomplish over the next 5 years toward the renewal of your WS2 license.  This will remain on 

file with your CTE-Director. 

 

Conversion Application (once PDP is approved) 
1. Choose “Workplace Specialist Application” from your “My LVIS” home screen. 

 

 

2. In Step 1 of the Application Process, choose “Conversion” from the drop down menu, then choose your license 

number and then press “NEXT”. 

 

3. In Step 2 of the application process, you will indicate an employment institution if you have not already done so. 

Then you will press “Next”  



 

4. In Step 3 of the application process, you will answer all legal questions.  If you answer “yes” to any of these you 

must upload supporting documentation explaining the situation.   

a. You will press “Next” when done. 

     

5. In Step 4 of the application process, you will upload your CPR/AED/Heimlich card and your TABE score results.   

a. You will press “Next” when done. 

 



 

6. In Step 5 of the application process, you will be given a summary of your application.  If everything looks fine, 

please read the Loyalty Affidavit at the bottom and then hit Submit Application. 

 
 

7. You will then be taken to a page that looks like this.  Please click on “Click here” to pay for all pending 

applications. 

a. As soon as you pay for your application, it is finalized and you will be given a confirmation. 

  

 

The application will then be routed to the CTE-Director to approve.  Once it is approved it will go to the Dept of 

Education to issue. The applicant will be notified via email as soon as it is issued. 

 

 


